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MESSAGE FROM THE CHIEF HUMAN CAPITAL OFFICER

The Department of Energy is committed to fostering a culture of diversity.
We recognize that individuals with disabilities are an untapped talent pool
and possess the skills and competencies that the Department needs to
remain competitive.

It is my honor to announce the Department of Energy’s “Operational Plan
and Desktop Reference for the Disability Employment Program” This Plan supports the
President’s Executive Order 13548 issued on July 26, 2010. It is a resource designed to improve
the employment and retention practices over the next 5 years, including primary goals and
objectives that move the Department forward in its commitment to recruit, hire, and retain
individuals with disabilities and targeted disabilities.

Based on employee self-identification of a disability, as of October 1, 2010, employees with
disabilities represented 6.8% of our workforce, of which .83% have targeted disabilities. With
your continued leadership support, the Department can improve the representation of people
with disabilities in our workforce by focusing on the goals and objectives in this Operational
Plan.

The Plan also provides valuable information on available resources and hiring flexibilities that
can be used in conjunction with your workforce and succession planning efforts to establish a
highly talented and diverse workforce. Whenever possible, hiring managers should utilize
Schedule A appointments, student entry-level programs, and temporary programs as
referenced.

We stand ready to assist in this effort and we welcome your creative ideas.

LT fame

Michael C. Kane
Chief Human Capital Officer
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INTRODUCTION

The Department of Energy (DOE) is fully committed to improving our efforts to employ Federal
workers with disabilities and targeted disabilities through increased recruiting, hiring, and
retention. Although millions of people with disabilities work, two-thirds of this labor pool is still
untapped. Recruiting and retaining workers with disabilities is one strategy to counter the effects
of the aging and shrinking workforce. This untapped labor pool can offer a source of skilled
employees and can contribute to increasing retention and reducing turnover.

In FY 2009, 4.98 % or 92 of the Department’s new hires voluntarily identified their particular
disability, while .60% or 11 were individuals with targeted disabilities. In FY 2010, 4.83% or 78
of the new hires were individuals with disabilities and .81% or 13 had targeted disabilities.

According to the Bureau of Labor Statistics (BLS) report USDL-10-1172 dated, August 25,
2010, the unemployment rate of persons with a disability was 14.5%, over 5% higher than the
rate for those with no disability. The information in this release was obtained from the Current
Population Survey (CPS), a monthly sample survey of about 60,000 households that provides
statistics on employment and unemployment in the United States. Some highlights from the 2009
data are:

e For all age groups, persons with a disability were much less likely to be employed than
for those with no disability.

e The unemployment rate of persons with a disability was well above the rate of those with
no disability.

e Nearly one-third of workers with a disability were employed part time.

This Operational Plan and Desktop Reference was developed to increase DOE hiring options for
people with disabilities in the coming fiscal years. It provides the supporting framework along
with strategic goals and objectives that link with the DOE Human Capital Strategic Plan.

OVERVIEW

Increasing Federal Employment of People with Disabilities Initiative

On July 26, 2010, President Obama issued Executive Order 13548. The Order emphasizes the
Government’s role as a catalyst in becoming a model employer for individuals with disabilities
to include recruitment, hiring, and retention. The Order also adopts the goal set forth in
Executive Order 13163 signed on July 26, 2000 by President Clinton of hiring 100,000 people
with disabilities into the Federal Government over 5 years, including individuals with targeted
disabilities.

Key components of the Executive Order 13548 include: 1) senior level leadership commitment;
2) establishing performance targets and numerical goals for employment of individuals with
disabilities and sub-goals for employment of individuals with targeted disabilities consistent with
law; 3) increase the use of Schedule A excepted service hiring authority; 4) human resources



personnel and hiring managers are required to receive mandatory training on hiring people with
disabilities; 5) improve, expand, and increase successful return-to-work outcomes for employees
who sustain work-related and illnesses as defined under the Federal Employees Compensation
Act (FECA); 6) retaining Federal workers with disabilities through training and the use of
centralized accommodation funds to provide reasonable accommodation.

PURPOSE

The purpose of this plan is to provide operational guidance on the Disability Employment
Program to human resources professionals, Administrative Officers, managers, applicants and
current employees with disabilities. Strategic goals and objectives are identified along with a
number of options and resources designed to facilitate the hiring process and attract people with
disabilities to DOE. In addition, elements of the DOE Operational Plan and Desk Reference for
the Veterans’ Employment Initiative are also included as it relates to the hiring of disabled
Veterans. To view the Veterans Plan in its entirety see:

http://humancapital.doe.gov/resources/SOP-and-Reference-Veterans-Employment-Initiative.pdf.

The U.S. Department of Energy Operational Plan and Desktop Reference for the Disability
Employment Program is a living document and will be revised as necessary to maintain its
effectiveness. Our success in executing this initiative depends on the commitment of
management, dedication of resources, and a collaborative approach that integrates elements of
this Operational Plan with the organization’s current and future workforce planning strategies.

The Office of the Chief Human Capital Officer utilized a collaborative approach in the
development of this Operational Plan. Input was obtained from representatives across the agency
including: human resources offices, headquarters program offices, field sites and Power
Marketing Administrations. Agency collaborations will continue and disability employment
groups will be engaged in the planning, execution, and integration of individuals with disabilities
into the hiring and retention practices of the human capital management processes and systems.

SCOPE

This guidance applies to all DOE and NNSA Departmental Elements including those who obtain
delegated examining services from outside the DOE Office the Chief Human Capital Officer.

= ] =

MISSION

Increase the recruitment, hiring, and retention of people with disabilities within the Department
of Energy and the National Nuclear Security Administration.


http://humancapital.doe.gov/resources/SOP-and-Reference-Veterans-Employment-Initiative.pdf

VISION

The Department of Energy demonstrates commitment to people with disabilities by identifying
and promoting excellence in the recruitment, on-boarding, development, and retention. This
vision is supported by educating individuals with disabilities, human resources professionals, and
managers to best meet their needs.

OVERARCHING GOALS

The Department has established an FY11 goal of 7% of all new hires will be people with
disabilities and 1.25% will be those with targeted disabilities. This is an increase of 2.17% and
44% for targeted disabilities from FY10. The Department will reassess hiring goals annually
based and will issue new hiring goals as needed.

The Office of the Chief Human Capital Officer is committed to providing the assistance needed
for the Department to reach this goal. Successful execution will require collaboration, and the
strategic integration of the Disability Employment Program with current workforce planning and
hiring methodologies. In addition, this Plan has been integrated with the Department’s Human
Capital Strategic Plan to ensure accountability and commitment to this initiative. The following
guiding principles must be applied to ensure consistency in the use of the disability employment
program, authorities, and flexibilities for recruitment and retention.

« A collaborative approach will be used for the execution of the Disability Employment
Initiative where information and ideas are shared across program lines for increased
effectiveness and transparency.

« Disability employment hiring practices are consistent with regulatory requirements,
policy, OPM and DOE guidance, and merit system principles.

» Hiring officials and human resources offices are accountable for aligning people with
disabilities recruitment efforts with hiring initiatives.

« Inaddition to USAJobs, managers and human resources offices will market all job and
applicable internship opportunities through one or more of the following:

> Disability employment resources (see Appendix C);

» Vocational rehabilitation centers; and/or

» DOE Selective Placement Coordinators (see Office of Personnel Management
website) http://apps.opm.gov/sppc_directory/searchlist.cfm

» Social Media websites

» All applicable vacancy announcements will include language encouraging individuals
with disabilities to apply and how to apply under Schedule A.


http://apps.opm.gov/sppc_directory/searchlist.cfm

Obstacles to Hiring Individuals with Disabilities

As the Federal Government begins to focus more attention to the hiring and retention of
individuals with disabilities, it is helpful to be aware of obstacles faced by individuals with
disabilities and identify solutions. The Department’s Plan is designed to integrate hiring practices
that will address challenges and open the door to individuals with disabilities seeking
employment. Some challenges that have been identified include:

» Economic conditions

« Complex and sometimes lengthy Federal hiring process

* Need for supportive infrastructure

« Under-utilization of Schedule A Hiring Authority

» Misperception that individuals with disabilities are not likely to be the best candidates
or qualified to perform professional scientific positions

 Individuals with disabilities may be reluctant to self-identify their disability due to
fear of harassment or discrimination

 Individuals with disabilities may be discouraged from applying for Federal jobs
because the vacancy announcements are difficult to comprehend and the online
application process is unnecessarily difficult

« False beliefs, myths and stereotypes about individuals with disabilities including
aptitude for employment persist

KEY FOCUS AREAS

The Department of Energy’s Operational Plan and Desk Reference for the Disability
Employment Program aligns with the following key areas as outlined in the Office of Personnel
Management memorandum “Model Strategies for Recruitment and Hiring of People with
Disabilities ” dated November 8, 2010, as required under Executive Order 13548. The Plan
provides the strategic framework necessary for organizations across the Department to attract,
hire and retain individuals with disabilities with the right skills and career aspirations to meet our
workforce needs. Focused attention, resources and tools are being established in each of the six
areas to aid DOE organizations.

1. Leadership Commitment — establishes governance structure and infrastructures dedicated
solely to the employment of individuals with disabilities in the Federal government.

DOE Achievements:

» The Deputy Chief Human Capital Officer was designated as the senior-level
official accountable for enhancing the employment opportunities for individuals
with disabilities within the department.

« The Department of Energy has designated a Program Manager for Disability
Employment Initiative with responsibility for recruitment, hiring and retention of
people with disabilities.

» Selective Placement Coordinators, Disability Employment Program and Veteran
Points-of-Contact have been identified within program offices, field sites and



power marketing administrations and are responsible for advocating and
executing this initiative within their areas.

Program Manager participates in monthly White House Disability Conference
Calls sponsored to provide updates on various disability issues as well as to
introduce persons who work on disability issues in the Federal government

DOE participated in the Baltimore Federal Executive Board’s 23" Annual
Disability Employment and Awareness Training Conference on October 20, 2010
DOE Participated in Executive Order 13548 Training “Increasing Federal
Employment of People with Disabilities” on January 20, 2011

2. Skills Development and Employment — focuses on improving the hiring, development

and retention of individuals with disabilities and promoting the usage of Schedule A
excepted service hiring authority for career opportunities with the Federal Government.

DOE Achievements:

Partnered with the U.S. Department of Labor Office of Disability Employment
Policy to conduct on-site and virtual Schedule A authority and disability etiquette
training for HR staff and hiring managers.

Identified mission-critical occupations and those positions in which individuals
with disabilities and Veterans are frequently hired across DOE. This information
will be shared with State vocational rehabilitation agencies, State Disability
Service agencies as well as transition assistance coordinators within the U.S.
Department of Veterans Affairs and other Veterans’ employment services.

OPM Shared Register of Candidates with Disabilities is distributed to disability
employment POCs, selective placement coordinators, and diversity managers.

A Memorandum of Understanding has been established with the U.S. Department
of Veterans Affairs, for the use of Veterans VVocational Rehabilitation and
Training Programs in the DC area to support the rehabilitation of Veterans and
facilitate hiring.

3. Marketing and Outreach — creates a marketing campaign to target individuals with

disabilities, to include disabled Veterans and improve collaborative outreach relationships
with community and governmental groups.

DOE Achievements:

The marketing campaign will make use of a wide variety of resources including
Facebook, Twitter and other sites widely used by individuals with disabilities and
disabled Veterans.

DOE Student Ambassadors have reached out to career placement offices,
networks providing services to students with disabilities, and Veteran groups on
college campuses and integrated group leadership as part of their network.



4. Information Gateway — creates a single-source website for receiving accurate and
consistent employment information and resources for individuals with disabilities,
disabled Veterans, human resources (HR) professionals, and hiring officials.

DOE Progress and Achievements:

« Recently launched a comprehensive DOE Jobs One Portal website showcasing a
central entry point for applicants interested in obtaining employment information
and applying for opportunities across the department.

» On a bi-monthly basis, a copy of the OPM Shared Register of Candidates with
Disabilities seeking Federal employment is shared with the DOE Disability
Points-of-Contacts and Selective Placement Coordinators for consideration.

« Selective Placement Coordinators, Disability Employment Program and Veteran
Points-of-Contacts have been identified within program offices, field sites, and
Power Marketing Administrations. These contacts are responsible for advocating
and executing this initiative within their areas.

5. Reasonable Accommodation — ensures that individuals with disabilities enjoy equal
access to all employment opportunities. A reasonable accommodation is any change in
the workplace or the way things are customarily done that provides an equal
employment opportunity to an individual with a disability.

DOE Progress:
e The Office of the Chief Human Capital Officer has the primary responsibility
for overseeing reasonable accommodation.
e Plans are underway to review and update reasonable accommodation
procedures.
e Developing a webpage with information about the process for requesting
reasonable accommodation and points-of-contact across DOE

6. Protecting Our Workers and Ensuring Reemployment (POWER) Initiative — ensures
that the department will increase the return-to-work outcomes and coordinate with the
Department of Labor’s Office of Workers’ Compensation Programs (OWCP) to make
accommodations available to injured Federal employees who sustain serious
workplace injuries or illnesses.

DOE Progress and Achievements:
e Notified servicing HR offices of the POWER initiative, numeric goals and
targets established by the Department of Labor.
e The Office of Health, Safety and Security has developed a training module
about the Power Initiative. This module will be launched during the mandatory
OWCP refresher training for managers and supervisors.

PROGRAM COORDINATION AND MANAGEMENT

Success in attracting, recruiting and retaining dedicated, highly skilled people with disabilities
and helping them to assimilate into the DOE/NNSA workforce depends on commitment at all



levels of the Department and collaboration across program lines. The following chart identifies
goals and objectives designed to increase the number of individuals with disabilities attracted to
and subsequently hired into the DOE/NNSA workforce. Following the chart are clearly defined
roles and responsibilities for all levels that support attainment of these identified goals and

objectives.



GOALS AND OBJECTIVES

Goals and Measurement
Objectives Milestones Measure Approach Expected Result
1.Leadership a. Memorandum from |a. Managers integrate a. Reports to track a. Increase disability hires
Commitment Deputy Secretary to | disability recruitment recruitment activity; performance and
Heads of Elements and retention practices data from DOEInfo retention rates
b. Establish an into workforce and b. Managers held b. Standardized approach
operating plan succession plans; and accountable for results implemented; and clearly
c. Establish contacts Resources committed defined expectations
with disability to achieving goals and communicated across the
employment objectives. complex
network groups b. Standard practices/ c. Increase in individuals
d. Chief Human procedures with disabilities
Capital Officer communicated across applicants, hires and
memorandum the department retention rates; local
supported by outreach and partnerships
management established
c. Increased activity and
attention to disability
recruitment, hiring
and retention
2.Skills a. Participate in a. Number of hires a. Collaboration, a.Managers and HR

Development

vocational
rehabilitation
programs

b. Managers and HR
Professionals
trained in use of
individuals with
disabilities
authorities and
flexibilities

c. Encourage
employees with
disabilities to
participate in
mentoring
programs

d. Provide training for
HR professionals
and managers on
Schedule A
appointing
authority and other
hiring flexibilities

e. Promote usage of
OPM Shared
Register of
candidates with
disabilities

resulting from
participation in
vocational
rehabilitation
programs or other
outreach
organizations

b. Number of HR
Professionals and
hiring managers
trained; increased
knowledge of
individuals with
disabilities hiring
authorities and
flexibilities within HR
and hiring manager
community

c¢. Number of
participants;
individuals with
disabilities
satisfaction; and
increased
understanding of
Departmental
operations

d. Number of workshops
conducted; number of
participants; increased
knowledge and skills

e. Number of hires from
shared register

evaluations, and
reports

b.Tracked through
CHRIS/participation
lists

c. Surveys and exit
interviews

d.Collaboration and
reports

professionals benefit
from understanding
flexibilities/authorities;

b.Increased use of
Schedule A appointments
and other hiring
flexibilities

¢.Helps acclimate
individuals with
disabilities to DOE;
provides support and
networking




Goals and Measurement
Objectives Milestones Measure Approach Expected Result
3. Marketing and | a.Develop marketing | a. Participation levels a. Reports and a.Increased participation of
Outreach campaign in: disability collaboration individuals with
b.Market frequent employment b. Information available disabilities recruitment

hire and mission
critical positions to
individuals with
disabilities

c. Promote job
opportunities to
disability outreach
groups

d.Engage DOE
Ambassadors to
promote disability
employment on
college campuses

e. Target professional
organizations and
publications
directed to students
with disabilities
such as disability
student service
offices at colleges
and universities.

recruitment activities
and workshops;
outreach to disability
groups at colleges/
universities and job
fairs.

b. Number of
individuals with
disabilities
participants; Number
of positions available;
and hiring results

c. Information is
accessible

d. Number of campus
activities targeted to
individuals with
disabilities conducted
by DOE
Ambassadors;

e. Virtual recruitment
tools developed and
activities identified
by Sept. 30, 2011

online;

c. Annual reports

d. Agency collaboration
and evaluations.

e. Participate in a virtual
recruitment event by
end of this fiscal year.

b.Individuals with
disabilities hired as a
result of Simplified
recruiting process for
Managers

c. DOE Visibility, greater
communication and
transparency

d.Greater focus for DOE
individuals with
disabilities opportunities
on college campuses

4. Information
Gateway

a. Develop webpage
on Energy’s virtual
Recruitment Island
Post opportunities
on disability
outreach websites
and social
networking sites
(Facebook, Twitter
etc.)

a. Content of interest to
individuals with
disabilities; and
established by
September 30, 2011

b. Number of job
postings in
conjunction with
Veteran recruitment
events

a. Webpage
implemented

b. Web tracker that
tracks number of visits
to site

c. Recruitment activity
reports

a. Establishes commitment
to and creates a
supportive environment
for individuals with
disabilities

b. Informs and attracts -
individuals with
disabilities through social
networking

c. Increased sharing of job
opportunities

5.Reasonable
Accommodation

a. Establish
reasonable
accommodation
POC list

b. Review and update
reasonable
accommodation
procedures and
post on website

e. Establish contacts
with DOD
Computer
/Electronic
Accommodations
Program (CAP) and
Job

f. Accommodation
Network (JAN)

a. Standard practices/
procedures

b. Track the number of
employees/applicants
requesting reasonable
accommodation

a. Managers held
accountable for results

a. Easily accessible
information

b. Timely processing of
requests




Goals and Measurement

Objectives Milestones Measure Approach Expected Result

6.Protecting Our | a. Communicate a. Quarterly review a. Monitor and review a. Reduction in the length
Workers and goals and target of worker compensation quarterly OWCP of time employees are
Ensuring POWER initiative files to determine if Chargeback Reports on worker’s
Reemployment to servicing HR any accommodations | b. Managers held compensation
(POWER) offices, managers can be made to return accountable for results |b. Decrease in the length
Initiative and supervisors the employee work of time employees are

b. Ensure managers
and supervisors are
trained and
understand their
role in
accomplishing the
return-to-work
goals

b. Quarterly review
OWCP Chargeback
Reports

on OWCP

ROLES AND RESPONSIBILITIES

Role of Senior Leadership

« Actively champion and promote disability recruiting, hiring, and retention across the
Department.
« Hold direct reports accountable for achieving results, and provide the necessary personnel

and financial resources to support the Disability Employment Program.

» Engage in activities and events designed to market the Department’s vital missions to
disability employment outreach groups, academia, constituent groups, and any other
identified public outlet.

Role of the Office of the Chief Human Capital Officer (OCHCO)

+ Establish and maintain a Department-wide framework, including policies, procedures and
strategies for executing the Disability Employment Program and reasonable
accommodation in accordance with regulation and merit system principles.

« Provide guidance and strategic direction to Departmental Elements on the variety of
programs, authorities, and flexibilities that can be used to attract and hire individuals with
disabilities.

+ Establish individuals with disabilities webpage and implement tools for managers and
HR professionals to use in marketing, recruiting and reaching individuals with
disabilities.

« Collaborate and partner with internal and external stakeholders in the execution of
activities to recruit, develop and retain individuals with disabilities in accordance with
agency needs.

» Coordinate and share information on recruitment and training resources established
through interagency efforts and disability outreach organizations.

» Provide training for HR professionals and hiring officials in the application of individuals
with disabilities hiring authorities and flexibilities.

10




» Lead meetings and teleconferences to share information, best practices, execution
strategies, and to provide guidance on the Program.

« Evaluate recruitment, hiring, retention practices, and statistics of individuals with
disabilities to meet program reporting requirements and implement necessary changes.

Role of Human Resources (HR) Offices, DOE Disabilities Employment Coordinators, and
DOE Veterans Employment Coordinators

» Implement all aspects of the Disability Employment Program — marketing, recruitment,
hiring and retention.

» Serve as an advocate to promote individuals with disabilities recruitment, hiring, and
retention within their area of responsibility.

» Collaborate and educate hiring officials to broadly promote career opportunities to target
individuals with disabilities. Whenever possible, include media outlets such as: disability
organizations, news and job boards, websites, Facebook, Twitter, YouTube, LinkedIn,
etc.

 Participate in recruitment and marketing activities and conduct workshops and
information sessions of interest to individuals with disabilities.

» Periodically review practices of Departmental Elements for compliance with law and
regulation

» Collaborate with state job placement services to offer workshops for individuals with
disabilities.

» Provide guidance and assistance to individuals with disabilities seeking career
opportunities.

» Collaborate with hiring officials, Special Emphasis Program Managers, and others to
facilitate the recruitment and hiring of individuals with disabilities through a wide use of
employment programs, hiring authorities, and recruitment incentives.

« Provide technical guidance and assistance to managers on the effective usage of special
hiring authorities to attract individuals with disabilities in accordance with regulation,
DOE policy and established procedures.

+ Establish and maintain relationships with disability groups at colleges and universities for
recruitment of individuals with disabilities into entry-level employment and student
programs such as SCEP, STEP, PMF and future Pathways Program.

« Collaborate and partner with vocational rehabilitation coordinators to market DOE
mission areas, advertize career opportunities, and/or conduct workshops to educate
individuals with disabilities on the DOE mission.

» Monitor return-to-work successes under the President’s Protecting Our Workers and
Ensuring Reemployment (POWER) Initiative and identify injured employees under the
Federal Employees’ Compensation Act (FECA), who would benefit from
accommodations and reassignment.

» Monitor progress of individuals with disabilities recruitment and hiring activities, collect
data, and provide input to the Office of the Chief Human Capital Officer for reporting
requirements.

» Track and report on metrics to the Office of the CHCO as requested.

« Provide guidance and assistance to applicants, employees, and managers on request for
reasonable accommodation.

Role of Hiring Officials/Managers

11



« Actively support and promote individuals with disabilities recruitment, marketing, and
hiring within the organization.

» Integrate individuals with disabilities hiring and promotion strategies including the broad
use of hiring authorities and flexibilities into workforce and succession plans, and hiring
practices.

« Collaborate with HR offices, DOE Disability Employment Points of Contact, and DOE
Selective Placement Coordinators to broadly promote career opportunities. Include
media such as: individuals with disabilities organizations, news and job boards, websites,
Facebook, LinkedIn, YouTube, etc.

« Comply with laws, regulations, DOE policies and established procedures to give
qualified individuals with disabilities appropriate consideration and preference.

« Require all personnel involved in the hiring process to be trained in the effective use and
application of disability hiring authorities, laws and regulations.

« Exercise a variety of individuals with disabilities recruitment and hiring options such as
vocational rehabilitation programs, student employment, and/or internships to simplify
hiring processes for individuals with disabilities seeking employment.

» Widely promote opportunities for individuals with disabilities to get involved in projects
and assignments that will help them to develop the knowledge and skills that lead to
advancement.

« Work with training officers to provide training opportunities for individuals with
disabilities that will help them to address skill gaps and training needs.

« Provide flexibility within workplace schedules to allow for training and development.

» Encourage employees with disabilities to participate in mentoring programs.

« In accordance with law, assure assistive technologies are provided as needed, and special
needs are addressed through the Employee Assistance Program.

 Integrate individuals with disabilities’ training needs with Individual Development Plans
and, as appropriate, with vocational rehabilitation training plans, and track completion.

 In collaboration with the servicing human resources office, quarterly monitor return-to-
work successes under the President’s Protecting Our Workers and Ensuring
Reemployment (POWER) Initiative and seek positions in which injured employees may
benefit from reasonable accommodations or permanent reassignment.

« Provide guidance and assistance to applicants, employees and managers on request for
reasonable accommodation.

« Receive process and document reasonable accommodation requests and approve and
provide the accommodation or forward the request to the appropriate official for
consideration.

Role of the Office of Learning and Workforce Development (HC-20)

« Provide in-depth mandatory training and annual re-training to managers, supervisors and
human resource professionals on the disability employment initiative, special hiring
authorities and specific procedures for hiring individuals with disabilities.

« Prepare job aids for the hiring process, orientations and templates for the types of training
to be provided, revising as needed.

« Load any OPM-approved web based training on the DOE Learning Management System
and market to the appropriate audience.

» Report associated training completion to agency program administrator.

« Partner with supervisors, staff, training officers and agency program administrators to
address employee training related needs.

12



» Assist and match individuals with disabilities interested in a mentoring program.

« Encourage individuals with disabilities to participate in professional development
programs.

 Include individuals with disabilities component in DOE Employee Orientation.

Role of the Selective Placement Coordinator

e Aduvise hiring officials about candidates available for placement under special hiring
authorities and provide managers with information about reasonable accommodation and
needs assessments for applicants and employees.

e Assist hiring officials in determining essential duties of the position, identifying
architectural barriers and possible modifications that allow people with disabilities to
perform essential duties.

e Assist individuals with disabilities obtain information about current job opportunities,
types of occupations in the agency, how jobs are filled and reasonable accommodation.

e Work with public and private organizations involved in the placement of applicants with
disabilities to provide information about the department, job opportunities, and to
facilitate the placement of applicants.

e Monitor and evaluate selective placement program efforts and activities for people with
disabilities to determine their effective, make changes as needed and improve the overall
effectiveness.

Role of Employee Assistance Program

» Provide services to assist individuals with disabilities in becoming acclimated to the work
environment.

» Collaborate with hiring officials to address workplace and organizational challenges as
well as needs of individuals with disabilities who seek assistance.

FREQUENT HIRE AND MISSION CRITICAL POSITIONS

Mission Critical and Frequent Hire Occupations represent excellent opportunities for individuals
with disabilities. An analysis has been done to determine which positions individuals with
disabilities were most frequently hired into within the last two fiscal years.

Frequent Hire Occupations

DOE Mission Critical Occupations Individuals with Individuals with Veterans
Disabilities Targeted Disabilities

Budget/Financial Management X X
Contract Management X X

Electrical Engineer X

General/Nuclear Engineer X X
Human Resources X X X
Information Technology Specialist X X X
Program Management X X
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INTEGRATING OPTIONS AND STRATEGIES FOR HIRING INDIVIDUALS WITH

DISABILITIES

Hiring flexibilities exist and use of these options is encouraged to meet workforce needs across
the Department. An organization may select one or more that best meets their needs in attracting
individuals with disabilities into their workforce. Additional information on individuals with
disabilities and the Special Appointment Authorities listed in the table below may be found on
the Office of Personnel Management website http://www.opm.gov/disability/index.asp and
available online training videos http://golearn.gov/HiringReform/index.htm.

SPECIAL APPOINTMENT AUTHORITIES

Managers are encouraged to consider utilizing the various Special Appointment Authorities
available to streamline the recruitment and hiring of individuals and disabled Veterans. In an
effort to avoid redundancy and to maximize resources, action items for compensable Veterans
with disabilities are included in the DOE Operational Plan and Desktop Reference for Veterans
Employment (http://humancapital.doe.gov/resources/SOP-and-Reference-Veterans-Employment-

Initiative.pdf).

The following table provides a quick glimpse of these Authorities.

Special Appointment Authorities for Individuals and Veterans with Disabilities

Appointment Authority

Benefits for Hiring Managers

Eligibility

Scheduled A Appointments 5CFR
213.3102(u)
» Non-competitive conversion after 2
years satisfactory performance

Can appoint without competition
Fill positions quickly
No vacancy announcement needed

Persons with disabilities

Veterans Recruitment Appointment
(VRA) Public Law 107-288, 5 C.F.R.
Part 307

» Appointments Up to GS-11 or

equivalent

Hired into excepted service to positions

otherwise in competitive service

» Non-competitive conversion after 2
years satisfactory performance

» Use if separated from active duty within
the last 3 years

Can appoint eligible Veteran without
competition

Fill positions quickly

No vacancy nnouncement needed; or
use of open continuous
announcement

Veteran with disability

Served on active duty in Armed
Forces during a war declared by
Congress

Served in a campaign or expedition
for which a Campaign Badge/
Expeditionary Medal is authorized
Served in a military operation for
which an Armed Forces Service
Medal was awarded

30% or More Disabled Veterans 5
U.S.C. 3112; 5 C.F.R. 316.302,
316.402, 315.707

Appointments at any grade level

Appointment to any position where

Veteran meets qualification

requirements

Time-limited: Appointments NTE 60

days

» Non-Competitive Conversion at any
time during time-limited appointment

Fill positions quickly
No vacancy announcement needed

Disabled Veterans with a rating of
30% or more compensable service-
connected disability
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EMPLOYMENT PROGRAMS AND INTERNSHIPS

There are a number of Federal employment programs and intern program opportunities available
to aid in addressing workforce needs. These programs offer additional options that can assist
managers in entry and mid-level hiring of individuals and Veterans with disabilities. Servicing
human resources offices must ensure that opportunities for all positions within these programs
are open and fair. Please see the “Federal Intern Programs Desktop Reference” for additional
program information and specific operating procedures.
http://humancapital.doe.gov/resources/Federal-Intern-Programs-2011-01-03.pdf

Student Educational Employment Programs

These programs provide easy access to employment opportunities for individuals with
disabilities who currently meet the definition of a student under 5 C.F.R. 213.3202(a)(2). While
these programs are exempt from rating and ranking under Excepted Service, selection process
must be considered in the same manner as the competitive service, see Gingery V. Department of
Defense, 550 F.3d 1347 (Federal Circuit 2008). The ruling of the court in this case was intended
broadly for Excepted Service appointments in general.

Student Temporary Employment Program (STEP) 5 CFR 2302(a)

This program offers temporary employment positions typically at the GS-1 to GS-4 level
or equivalent, that range from seasonal employment to positions that last until degree
requirements are met. Positions lasting longer than 6 months require a background
check. Positions need not be related to your academic field of study. STEP
appointments may be converted to SCEP appointments see 5 C.F.R. 213.3202(a)(15)(i).

Student Career Experience Program (SCEP) 5 CFR 2302(b)

This program provides an opportunity for undergraduate, graduate, and/or doctoral
students to be placed in a position related to their field of study that can lead to
permanent employment upon completion of degree requirements. SCEP appointments
are eligible for non-competitive conversion to the competitive service.

Intern Programs (Professional Development)

Intern programs are a valuable recruitment tool for attracting individuals with disabilities into the
workforce. Intern development programs are designed to provide conversion strategies that
facilitate hiring. Managers are strongly encouraged to integrate the use of intern programs as a
recruitment vehicle to achieve workforce and succession planning objectives.

Presidential Management Fellows Program (PMF)

This program is another viable opportunity to hire individuals with disabilities. The PMF
program is a 2-year leadership and career development and training program that attracts
outstanding individuals at the graduate degree level who have an interest in and
commitment to a career in public service. PMF candidates are Master’s degree
candidates, who are nominated by their colleges or universities, to apply for the program.
Finalists must complete a rigorous and competitive process administered by the Office of
Personnel Management (OPM) which will subsequently approve a list of PMF finalists in
mid-March to early April to be considered and hired into the Federal workforce.

15


http://humancapital.doe.gov/resources/Federal-Intern-Programs-2011-01-03.pdf

Additional information on the Program may be found by visiting
http://www.pmf.opm.gov.

Simplified Hiring Through Veterans Employment Programs

The fol
service

lowing programs provide training and practical job experience for Veterans and military
personnel who have been or are facing medical separation from active duty. Additional

resources are offered to assist employers in matching and training participants. While there is no
obligation to hire the Veteran, the goal of the programs is for the Veteran to obtain employment
in the hosting office or in a similar office. See Title 38, C.F.R. Chapter 31 for more information.

VR& E On the Job Training Program (OJT)

Through this program, the Veteran is hired at the apprentice level and Veterans Affairs
supplements the salary up to the maximum allowable under on-the-job training
regulations. As the Veteran progresses through training, DOE pays more of the salary
until the Veteran reaches the full performance level. This program is similar to the
Federal Career Intern Program. Offices wishing to utilize this option instead of FCIP will
collaborate with the Office of Human Resource Services (HC-30) or your servicing
human resources office to develop a program in accordance with regulation and DOE

policy.

VR & E Non-Paid Work Experience Program (NPWE)

The Office of the Chief Human Capital Officer has established a Memorandum of
Understanding with the Veterans Affairs Washington Regional Office for participation in
the DC Metropolitan area. Through this program the Veteran works towards gaining
and/or strengthening particular skill sets over a 90-day period and VA pays the monthly
subsistence allowance. Servicing human resources offices with delegated examining
authority will develop internal standard operating procedures and work directly with local
Veterans Affairs Employment Coordinators to establish a Memorandum of
Understanding for participation in their areas.

Quick Comparison of Vocational Rehabilitation Programs

oJT NPWE

Benefits to Your Organization
«  Easy Access to quality Veterans prescreened for specific position 4 v
«  Does not require an FTE or salary dollars 4 v
»  Salary costs supplemented by Veterans Affairs up to the journeyman level v
»  Offers 90-day period to assess Veteran’s fit before hiring 4
»  Longer Program Period — similar to internship v
»  Minimal paperwork v v
»  New pool of candidates weekly v v
Benefits to the Veteran
»  Establishes employment history 4 v
»  Provides exposure to employment opportunities in selected occupations v v
»  Provides training and development to build skills necessary to meet basic v

qualification requirements for the position of interest
»  Offers short-term opportunity to develop job skills that will lead to v

employment
»  Easy access to opportunities that offer consideration toward employment v v

(foot-in-the-door)
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For more details about the Non-Paid Experience Program are available in the DOE Operational
Plan and Desktop Reference for the Veterans’ Employment Initiative found at
http://humancapital.doe.gov/resources/SOP-and-Reference-Veterans-Employment-Initiative.pdf.

KEY ELEMENTS OF THE DISABILITY EMPLOYMENT RECRUITMENT AND
RETENTION PROCESS

Recruitment

Resources are identified in the plan to assist managers in attracting and hiring individuals with
disabilities as outlined in the goals and objectives. Hiring officials are ultimately responsible for
achieving these goals and must integrate disability hiring into their recruitment and succession
planning strategies. To assist in this process, information on disability hiring resources is
provided in Appendix C and D.

The Office of the Chief Human Capital Officer and human resources professionals will partner
with hiring officials to help them achieve these goals. Annually, the Office of the Chief Human
Capital Officer will organize and conduct a number of corporate recruiting events to help
managers attract talent. Offices should collaborate with their servicing HR offices to actively
participate whenever possible and integrate these sources into recruitment plans. The corporate
events are expected to be supplemented by Veteran recruitment within the local areas including
colleges and universities. Whenever possible, Veterans and/or people with disabilities should
accompany HR professionals to recruitment events. Veteran and Disability employment points-
of-contact have been established within each of the program/HR areas to provide valuable input
into processes and strategies, and offer an additional level of service to individuals with
disabilities. They will collaborate with managers, human resources professionals, special
employment program coordinators, and internal and external stakeholders on the hiring of
individuals with disabilities. For detailed information, see “Roles and Responsibilities” on pages
10 - 13.

Best Practices in Recruitment

The Department’s ability to attract and retain top talent requires that the recruitment message
resonate with the audience. DOE offers innovative, secure careers with rapid growth potential
and the opportunity to be a part of a smart, creative and supportive workforce. The Office of the
Chief Human Capital Officer is in the process of launching the “Only Here.....will you define
the future of energy” marketing and branding campaign. Some marketing messages DOE will
include on corporate marketing and within the local communities are:

o DOE is committed to fostering a culture of diversity

e Our innovative careers allow you to work with the most exciting technologies and
scientific advances available

e We discover, deliver and manage the energy breakthroughs that keep the nation and its
economy safe and secure.

o DOE invests thousands of dollars in employee training

e There are more Nobel Laureates in DOE than all other agencies combined

o Some of the most cutting-edge research and technology can be found within DOE and its
National Laboratory System
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e DOE has leadership training programs

In addition to building the right recruitment message, DOE is committed to reaching individuals
with disabilities through the use of social networking sites. DOE Headquarters has expanded its
use of social networking. LinkedIn is a site that enables candidates to locate job information
through word search capabilities. In the coming months, Facebook and Twitter are going to be
used to build fun, interactive activities that will attract candidates by teaching them about the
DOE mission.

Recruiting individuals with disabilities across the Department will take a collaborative effort
among human resources professionals and disability employment coordinators. There are a
number of activities currently underway by human resources offices to improve the hiring of
persons with disabilities:

e The Selective Placement Coordinators across the department respond to numerous
inquiries from candidates seeking employment information under the Schedule A
hiring authority and the hiring process.

e The Environmental Management Consolidated Business Center (EMCBC) has
established networking relationships with area universities disability employment
offices. The EMCBC participated in the National Disability Mentoring Day through
the American Association of People with Disabilities (AAPD).

e The Office of Science, Oak Ridge Office (ORO) network with a variety of local
organizations supporting individuals with disabilities. For example, they work
closely with the East Tennessee Technology Access Center to have certified
counselors visiting the workstations of newly hired individuals with disabilities to
identify any accommodations that might be provided in their work areas in order to
enhance their comfort and potential success. In addition to identifying helpful
workplace devices and aids, this review by a certified counselor provides both the
employer and the employee with advice and guidance about how to better arrange the
work station, necessary equipment, etc.

e The Southwestern Power Administration (SWPA) recently developed a Power
System Dispatcher Training Program utilizing the student and veterans hiring
authorities. Southwestern recognizes that Power System Dispatcher positions can
accommodate individuals with certain disabilities. In addition, SWPA maintains a
list of organizations for persons with disabilities and forwards announcements to
those organizations.

e SWHPA attended a Career Fair for Veterans in October 2010 hosted by the Military
Order of the Purple Heart, Northeastern State University and the Oklahoma
Employment Security Commission. One of primary goals for attending this event
was to establish relationships with organizations seeking to assist 10-point (disabled)
veterans seeking employment.

e The Idaho Operations Office initiated contact with Idaho State University Veterans’
Sanctuary Program to assist disabled veterans with the Federal job application
process and establish a relationship for potential student experiences and internships
for disabled veterans during FY 2011. Initiated contact with the local Department of
Labor Veterans’ Coordinator to assist disabled veterans with the Federal job
application process during FY 2011.

e The National Energy Technology Laboratory (NETL), partnered with the U.S.
Department of Affairs/Regional Office in utilizing the VetSuccess Program to
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provide a work experience opportunity for a disabled veteran whose skills fit well in
the Site Operations organization at NETL.

e The Western Area Power Administration created a collateral duty position in the
Office of Economic Impact and Diversity to serve as a recruitment coordinator
working hand-in-hand with the HR Recruitment office. This position is designed to
assist with recruiting of all underrepresented groups, including people with
disabilities. Building relationships with various organizations representing people
with disabilities is a major duty. Job opportunity announcements are sent to these
organizations. The coordinator also sends out announcements to diverse sources of
applicants for most positions posted on USAJobs, in addition to any recruitment
efforts made by the selecting official.

e The National Nuclear Security Administration (NNSA) Service Center’s Equal
Employment Opportunity & Diversity Program Manager and Deputy Manager are
members of the New Mexico Federal Executive Board’s (FEB) Diversity Council.
The FEB Diversity Council sponsors an annual Federal Career Expo which provides
employment information to persons with individuals on how to apply for Federal jobs
under Schedule A. In addition a representative from the New Mexico Business
Leadership Network (BLN) is an advisory member of the FEB Diversity Council.

Job Matching

Human resource professionals and Selective Placement Coordinators within the DOE/NNSA
program areas must be prepared to offer guidance and informational resources as needed to assist
the individuals with disabilities in better positioning themselves for the right career opportunities
and navigating the hiring process.

Remove Barriers

There are a number of barriers both real and perceived to the employment of individuals with
disabilities. Many of the goals and objectives established in this plan were designed to remove
barriers. With collaboration, proper planning and the broad use of available resources, many of
these obstacles can and should be eliminated.

All too often DOE career opportunities are of a scientific and highly technical nature that
requires specialized skills and educational requirements. For certain highly technical positions,
candidate pools are limited and competition for talent is high. For this reason, substantial effort
and pre-planning must take place that results in a list of the highest qualified candidates for the
position.

Encourage Individuals with Disabilities to Apply

All vacancy announcements, student employment, and internship opportunities must include a
statement encouraging individuals with disabilities to apply. In addition, the announcements will
contain information explaining how to apply under Schedule A.

The OPM Shared Register of Schedule A candidates with disabilities is provided on a monthly
basis to the disability employment points-of contact. The shared register includes candidates for
the following frequently hired occupational groups: contracting, legal, finance/accounting,
engineering, human resources, mathematics, admin support, logistics, business administration,

19



information technology/computer science, healthcare, languages, and criminal justice. The
OCHCO will continue to share this register with servicing human resources offices.

Increased Use of Hiring Flexibilities

Human Resources professionals should educate and encourage hiring officials in the use of
recruitment authorities and flexibilities to improve the time it takes to hire talent. A Hiring
Flexibility Decision Tool is available on the OPM website to help match the potential
flexibilities with manager needs. See:

http://www.opm.gov/Strategic_Management _of Human_Capital/fhfrc/default.asp

Reasonable Accommodation

In accordance with regulation, managers must determine and provide reasonable
accommodations, increasing technology access, and ensuring the accessibility of physical and
virtual workspaces for individuals with disabilities. “Title | of the Americans with Disabilities
Act of 1990 (the ADA), requires an employer to provide reasonable accommodation to qualified
individuals with disabilities who are employees or applicants for employment, unless to do so
would cause undue hardship.” For a list of the DOE Reasonable Accommodation POCs see
Appendix F.

"In general, an accommodation is any change in the work environment or in the way things are
customarily done that enables an individual with a disability to enjoy equal employment
opportunities.”

There are three categories of "reasonable accommodations™:
"(i) modifications or adjustments to a job application process that enable a qualified
applicant with a disability to be considered for the position such qualified applicant
desires; or
(if) modifications or adjustments to the work environment, or to the manner or
circumstances under which the position held or desired is customarily performed, that
enable a qualified individual with a disability to perform the essential functions of that
position; or
(iii) modifications or adjustments that enable a covered entity's employee with a
disability to enjoy equal benefits and privileges of employment as are enjoyed by its other
similarly situated employees without disabilities."

Reasonable accommodation is available to qualified applicants and employees with
disabilities.*) Reasonable accommodations must be provided to qualified employees regardless
of whether they work part- time or full-time, or are considered "probationary.” Generally, the
individual with a disability must inform the employer that an accommodation is needed.

For more information on reasonable accommodation see:
http://humancapital.doe.gov/resources/DOE-Reasonable-Accommodation-Procedures.pdf
http://www.eeoc.qgov/policy/docs/accommodation.html.

! Enforcement Guidance: Reasonable Accommodation and Undue Hardship Under Americans With Disabilities Act
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Protecting Our Workers and Ensuring Reemployment (POWER) Initiative

On July 19, 2010, President Obama established a 4-year Protecting Our Workers and Ensuring
Reemployment (POWER) Initiative, covering fiscal years 2011 through 2014. The POWER
Initiative will extend prior workplace safety and health efforts of the Federal Government by

setting more aggressive performance targets, encouraging the collection and analysis of data on
the causes and consequences of frequent or severe injury and illness, and prioritizing safety and
health management programs that have proven effective in the past. The POWER initiative sets

forth minimum targets for improvement in each of the seven goals below, measured against a

baseline of agency performance in fiscal year 2009. Under this initiative, each executive
Department and agency will be expected to improve its performance in seven areas:

e Goal 1 — Reduce total injury and illness case rates
e Goal 2 — Reduce lost time injury and illness case rates
e Goal 3 — Analyze lost time injury and illness data
e Goal 4 — Increase the timely filing of workers’ compensation injury and illness notices
e Goal 5 — Increase the timely filing f wage-loss claims
e Goal 6 — Reduce lost production day rates
e Goal 7 — Increase return to work outcomes for Federal employees who sustain serious
workplace injuries or illness
FY09 POWER Baseline and Targets
FY11 through FY14
Department FY 09 FY 11 FY 12 FY13 FY14
of Energy Performance Targets Targets Targets Targets
Goals
Total Case 1.66 1.64 TBD TBD TBD
Rate
Loss Time 0.67 1 orless 1 or less 1 orless 1 or less
Case Rate
Timeliness 63.8% 65.7% 70.0% 75.0% 80.0%
(Forms CA-1
and CA-2)
Timeliness 74.4% 74.4% 74.4% 74.4% 74.4%
(Form CA-7)
Lost 17 16.8 16.7 16.5 16.3
Production
Days
Note:

e Total case rates for FY 2012 through FY 2014 will be published annually.
e If the Department maintains a lost time case rate at one or less per year, no further

reduction is required.
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For additional information about the POWER Initiative visit
http://www.dol.gov/owcp/dfec/power/. In addition, return-to-work resources are available at
http://www.dol.gov/odep/return-to-work/index.htm and
http://www.dol.gov/owcp/dfec/ppt/JobOffers/JOBOFFERS files/frame.htm

Orientation

In addition to undergoing the agency orientation, as is true with any new employee, an office
orientation is necessary to help individuals with disabilities become acclimated to the office and
provide every opportunity for success. Specialists and managers should be prepared to discuss
the mission of the office and its program areas, office environment and management
expectations, offer information on where to find available resources, and introduce the staff.
Suggested topics for a discussion with the immediate supervisor should include: a review of the
requirements of position; the performance evaluation process; and a question and answer session.
DOE participants of military vocational rehabilitation programs should have already undergone
the office orientation and this step would be unnecessary unless hired into a different office
within DOE.

Coaching

Each new hire below the full performance level will be assigned a coach to offer individualized
assistance that can help them quickly assimilate into the DOE environment and become a highly
effective member of the workforce. The coach should be someone other than the manager who
can answer day-to-day questions and provide that essential link between training and real life
application. Mentored employees have a stronger commitment to the organization and are less
likely to leave. 2 While many employees expect to change jobs within 2 to 3 years, this
timeframe can often be extended with good coaching and mentoring. Also check with your local
training office for a mentoring program that can provide an additional level of mentoring. In
Headquarters, the Office of Learning and Workforce Development (HC-20) manages the
Department’s Mentoring Program and can work with your office to find a match.

Social Networking

A new level of transparency has been created within government and the use of social
networking sites such as Facebook and Twitter have changed the way we communicate. The use
of social media sites to search for job information is commonplace while progressive
organizations are using it to stimulate conversation and community around their products and
services.

The Office of the Chief Human Capital Officer has implemented the use of virtual recruitment,,
Facebook and Twitter for the purpose of marketing the Department and attracting top talent.
Information of importance for individuals with disabilities will be integrated within the coming
year. Whenever these capabilities are established within DOE elements, use of social networking
for marketing and recruitment is encouraged and assist the Department in attracting top talent.

Opportunities for Socializing

210/11/2006 Corporate Mentoring Programs on the Upswing: Society for Industrial and Organizational Psychology
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Positive business impact and retention result from enabling collaboration and fostering
community among employees. Managers are encouraged to provide opportunities for individuals
with disabilities to collaborate with local disability employment groups. These practices help to
establish a broader knowledge base, and often result in increased confidence and job satisfaction.

Training and Development

DOE policy stipulates that employees must have an Individual Development Plans (IDP). Hiring
officials will offer additional assistance, as needed for individuals with disabilities to establish an
IDP that addresses their individual skills gaps and helps to prepare them for advancement
opportunities. A broad range of developmental options including participation in leadership
development programs must be integrated into succession planning and IDPs to enhance the
knowledge and skills of all employees. Where training resources are limited, look for low or no
cost options, such as online learning. Consult your local training administrator for assistance.

Monitoring Progress

DOE Order 331.1C, Employee Performance Management and Recognition Program establish
requirements and responsibilities for performance management at GS-15 and below, or
equivalent. In addition to these requirements, good management practices include frequent on-
going communication with the employee. Progress should be monitored throughout the year as
opposed to only when performance evaluations are due. Through regular observation and
feedback, hiring officials can increase employee motivation and success. Communications
become stronger and the employee is given an opportunity to provide input. Employees who are
encouraged to feel they have contributed to the mission are generally more enthusiastic and
motivated. More importantly, frequent interactions allow management to identify barriers that
can prove to be an obstacle to the employee’s success and address these issues through timely
adjustments of resources, training, or assignments necessary for the individuals with disabilities
to be successful.

In addition, frequent communication creates opportunities for hiring officials to provide timely,
informal recognition for a job well done, outside of the formal awards process. This also leads to
a higher level of job satisfaction, performance and retention.

Program Evaluation

Program Performance Measures

« Individuals with disabilities recruitment and retention practices are integrated into
recruitment and succession planning

« Information and resources are readily available for Individuals with disabilities
and hiring officials

e HR Professionals and hiring officials are trained in the use of Schedule A hiring
authority

» Resources are dedicated to Individuals with disabilities recruitment and retention

« Increased activity in Individuals with disabilities recruitment events, job fairs, and
workshops

o Colleges and universities become part of the DOE network

e Increase in number of individuals with disabilities hired

o Wide use of sources, media and networks to attract individuals with disabilities

o IDPs established for training purposes
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Tracking Program Performance

Servicing human resources offices are responsible for collecting, tracking and reporting data
associated with their efforts under the disability employment initiative. Hiring officials will
be held accountable for results through the 5 year accountability audits. In addition, hiring
officials are required to provide any requested data to the Office of the Chief Human Capital
Officer in a timely fashion. Periodically, analyses and reviews will be conducted to
determine the efficacy of the program. Improvements will be made as necessary to remove
identified barriers and enhance opportunities for employees with disabilities.
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SELF IDENTIFICATION OF DISABILITY

SELF-IDENTIFICATION OF DISABILITY
(see instructions and Privacy Act information on reverse)

Last Name, First Name, snd MI Date of Birth {mmyy) | Secial Securty Number

ENTER CODE HERE >|:I:l
Definition: Purpose:
An Individusd with a disability. A parson who (1) has a physical impairment | Selfidentification of disability status is | for effective data coll

or mental imparment (psychiatric dsabiiity) that substantially limits one or
moee of such person's major life activities, (2) kas a record of such
Impairment; or (3) is regarded as having such an impairment. This definition
is pravided by the Rehabilitation Act of 1973, 29 U S.C. 701 &1. seq., a8
amended.

snd analysis. The | you provide will be used for statisfical
purposes only and will not In any way affect you individually. While self-
idaentffication is voluntary, your cooperation in providing accurate

information Is critical

Part |. Targatad/Severs Disabilities

Hearing
18 - Total deafness In both ears (with or without understandabia speech)

Vision
21 - Blind (inabity to read ordinary eize print, not correctable by glssses,
or no usable vision, bayond light parception)

Missing Extremities

30 - Missing extramities (missing one am or leg, both hands or arms, both
fesat or legs. one hand or anm and one fool or lag, one hand or arm and
both feet or legs, both hands or ams and one foot or leg. of bolh hands
or arms and both feet or legs)

Partlal Paralysis

69 - Partial paralysis (because of @ brain, nesve or muscls impairment,
Inchiding palsy and cerabral palsy, there is some Joss of abilty to mave
or use a part of the body, including both hands; any part of both ams o
legs:. one side of the body, Including one arm and one leg. andior three
or more major body parts)

Complete Paralysis

79 - Because of a beain, narve o muscle imgaement, including palsy and
cerabral palsy, there is a compliete loss of ability 10 move of use a part
of the body, including both hands; one or both arms or legs; hea ower
halfl of the body. one sids of the body, including one arm and one leg,
andior theee of more major body parts

Other Impairments

82 - Epllopsy

90 - Severe intelectusl disability
81 - Psychiatric disabilty

82 - Dwarfism

Part il Other Disabilits

Hearing Conditions
15 - Hearing impairment/hard of haaring

Vision Conditions
22 - Vsual impakments (.., tunnel or monocular vision or bind in ane
eye)

Physical Conditions

26 - Missing axtramities (ona hand of one fool)

40 - Mobility impairment (.., cerebeal palsy, multiple sclerosis, muscular
dystrophy, congenttal hip defacts, etc )

41. Splml.tmm (og wmbﬁdo wolbsis)

44 - Non-paralyic orth pain,
wsalumeslnbonesorlm mmbad-wnybuupmormof
the body

51 - HIV Positiva/AIDS

52 - Mortid obesity

61 - Partial paralysis of cne hand. arm, foot, leg, or any part thareof

70 - Complate paralysis of one hand

80 - Cardiovasculanheart disease with or without restriction o¢ limitation on
activity a history of heart problems wicomplate recovery

83 - Blood diseases (6.g ., sickds call anemia, hemophiia)

84 - Diabetes

86 - Pulmanary or respirasory cong®ans (e g., tuberculosis, asthma,
emphysema, elc )

B7 - Kidney dysfunction (e.g., reguired dialysis)

&8 - Cancer (present or past history)

93 - Disfigurament of face, hands. or feet (such as those caused by bums
or gunshaot wounds) and noticeable gross facial birthmarks

83 - Gastroinlestinal disoedars {0.g,, Crohn's Disease, irftable bowel
syndrome, colilis, cefiac disease, dysphexia, eic )

98 - History of alcoholism

mwmm

13 - Speech impairment - includes & of arth {unc
language scunds), fluency (muorinn) vdenMnonml hearing),
dysphasia, or history of laryngectomy

94 - Leaming disability - a disorder in ane or mare of the processes
Invoived in understanding, perceiving, or using language or concepts
(spokan or writtén) (&.g., dyslexia, ADD/ADMD)

Other Options

01+ 1 do not wish 10 identify my disabdity stalus. (Please read the notes on
the next page.} (Nole: Your persanned officer may use this code i, in
hi= ¢c her judgment, you used an incorract code.)

05 - | do nol have a disabiity.

DB « | have a disability, but # is not listed on thie form.

U.S. Office of Personnel Management

Page 10f2
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The Rehabilitation Act of 1973

The Rehabilitation Act of 1973 (P.L. 93-112) requires each agency in the executive branch of the Federal Government o establish
programs that will facilitate the hiring, placement, and advancement of individuals with disabilities. The best means of determining
agency progress in this respect is through the production of reports at certain intervals showing such things as the number of employees
with disabilities who are hired, promoted, trained, or reassigned over a given time period; the percentage of employees with disabifities
in the workforce and in various grades and occupations; etc. Such reports bring to the attention of agency top management, the U.S.
Office of Personnel Management (OPM), and the Congress deficiencies within specific agencies or the Federal Government as a whole
in the hiring, placement. and advancement of individuals with disabilities and, therefore, are the essential first step in improving these
conditions and consequently meeting the requirements of the Rehabilitation Act

The disability data collected on employees will be used only In the production of reports such as those previously mentioned and not for
any purpose that will affect them individually, The only exception to this rule is that the records may be used for selective placement
purposes and selecting special populations for mailing of voluntary personnel research surveys. In addition, every precaution will be
taken to ensure that the information provided by each employee is kept to the strictest confidence and is known only to those individuals
In the agency Personnel Office who obtain and record the information for entry into the agency’s and OPM's personnel systems, You
should also be aware that participation in the disability reporting system is entirety voluntary, with the exception of employees
appointed under Schedule A, SECTION 213.3102(u) (Severely Physically Handicapped); and Schedule B, section 213.3202(k)
(Mentally Recovered). These employees will be requested to identify their disabllity status and if they deciine to do so, their correct
disability code will be obtained from medical documentation used to support their appointment. No other employees will be required to
identify their disability status if they feel for any reason it is not in their best interest! to have this information officially recorded outside of
madical records. We request only that anyone wishing to have this information entered in the agency's and OPM's personnel systems
indicate this to their personnel office, rather than intentionally miscoding themselves, since false responses will seriously damage the
statistical value of the reporting system.

In those instances where the employee is or was hired under Scheduie A, section 213.3102(t) (Mental Retardation), the Personnel
Director or his/her designee (a Vocational Rehabilitation Counselor may also be helpful) will assist the individual in completing this
form and ensure that the employee fully understands the meaning of the form and the options available to him/her, as noted
above.

Employees will be given every opportunity to ensure that the disability code carried in their agency’s and OPM"s personnel systems is
accurate and is kept current. They may exercise this opportunity by asking their Personnel Officer to see a printout of the code and
definition from their records . The code carried on employees In the agency's system will be identical to that carried in OPM's system.

Your cooperation and assistance in establishing and maintaining an accurate and up-to-date disability report system is sincerely
appreciated.

Privacy Act Statement

Collection of the requested information is authorized by the Rehabilitation Act as amended (P.L. 93-112). Solicitation of your Social
Security Number (SSN) Is authorized by Executive Order 9397, which permits agencies 1o use the SSN as the means for identifying
persons with disabilities in persennel information systems. Your SSN will only be used to ensure that your correct disability code is
recorded along with other employee information that your agency and OPM maintain on you. Furnishing your SSN or any other data
requested for this coliection effort is voluntary and failure to do so will have no effect on you. It should be noted, however, that where
individuals decline 1o furnish their SSN, the SSN will be abtained from other records in order to ensure accurate and complete data.
Employees appointed under Schedule A, section 213.3102 (1) (Severe Intellectual Disorder), Schedule A, Section 213,3102 (u)
(Severely Physically Handicapped) or Schedule A, section 213.3202 (gg) (Persons with psychiatric disabilities) are requested to furnish
an accurate disability code, but failure 10 do so will not affect them. Where employees hired under ane of these appointing authorities
fail to disciose their disability(ies), however, the appropriate code will be determined from the employee’s existing records or medical
documentation physically submitted upon appointmeant.

SF 256
Revised July 2010
U.S. Office of Personnal Management Page 2012 Previcus editions not usable
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Rollups, Redefinitions, and Additions to Disability Codes
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FORMS FOR NPWE VOCATIONAL REHABILITATION PROGRAM

CME Approved Ho. 2500406873

AL D ] Rk kb=

@ Department of Veterans Affairs‘

AGREEMENT TO TRAIN ON THE JOB DISABLED VETERANS
{Chapter 31, Title 38, U.S. Code)

Privary Act Motice: V4 will not disclose nfoemation aollacted on thos foem to anyr sonce other thanwrhat has b een athorized wrder the Provacy det of 1974 or
Title 35, Code of Fedsral Eegulations 157 for wubtne uses identified in the Vi system of recowds, SEVARLE) Conpensation, Persion, Edacaton amd
Eehdhilhitation Fecomds - WA, pihlished in the Fedetal Fegister. ¥ our chlizahion to mspond 15 requived o obtain or retain benefits . The mquested infiarnation 15
corsidered wlevart and mecess aw o determnare masinnm berefits urder the laar. Paypvent of accmed benefits carmot be made unless the indfommation reqaested is
flrmished as required by exdsting lawr (33 CFE 31000 and 3.1001). The resporses your submat are considered confidential (328 1.5 C. 57010, Any imfoemation
provided by applicants, reciplerts, and others maybe subject to werification thwoyzh compa ter matching programs with other agercies.

Respordend Bunden: "We reed this irdbmmation to detenmire, establish or werifir your eligihility for VA Vocational Eehabilitation ard Enployment benefits (32
TE5.C 5902, Tifle 35, Uuted States Code, alloars us to ask for this mfoermation. We estimate that yon will need an average of of 15 nomtes to review the
wrhuctors, fird the foematon, ard conplte ths foun VA camot conduct or s ponscr 2 collechon of pfoematon unless a valid OME cortrol mmber 15
displayed. Yo are not requived to respond to acollachon of mfbpnation if this mnber 15 not displayed . Walid OME contol mumbers canbe located on the OME
mtemet Page at wnanarsarhitehon se moviont/lbran-iOM BINY VA EPA himl#7 4 . I dasived, wou can call 1-800-827-1000 to get infounation on where © sexd
conmrents or sugzes Hors about this form

THIZ AGREEMENT, ertered into as of the day of 20 between(Legal Name and Address of the
E stablishim ent)

(hereinafter referred to as the Establishment) and the Department of V eterans Affairs for the purpose of implem enting the
mrovisions of Chapter 31, Title 38, .3 Code withreference to training on the job of disabled veterans, provides

A, That the E stablisben end will:

1. Accept, from tim e to time and within its own discretionin each case, disabled sveterans for a course of trairing on the joh
which will render each employable in accordanice with the provisions of law for the following job objectives:

JOB OBJECTIVE LENGTH IM MONTHS

2. Maintain in its file a detailed course of trairing for each occupation for which training will be made avalable to veterans.

3. Prowide competent instruction to each veteran in accordance with his or her indi-idual training program prepared by the
Departiment of ¥ eterans AfTairs in collaboration with the E stablishument, subject to such subzequent m odifications as may
be mutaally agreed vpon as being necessary to effect the successfal rehabilitation of each veteran.

4 Provide close supervision of each veteranwhile he or she is under going trairing in arder that the empl oy ent objective
may be reached within the tim e limits statedin histher individual training program.

5. Furnish, at the Establishment’ s expense, to each weteran such books, tools, equipment, and m aterial as are customarily
furnd she d without cost by the Establishan ent to all other traineesin the sam e course.

6. Maintain adegquate progress reports which will at any time disclose the perform ance of each veteran in trairing
7. Eepott to the Departm ert of V eterans Affairs Fegional Office serving the areain which each weteran is receiving training

ity such form and at such titm es asmay be recuired, information as to the conduct and progress of each veteran in training
atd the amouant of wages plus atry other remuneration paid to him or her by the Establi shiment.

v FiO RN
QT 2005 28-1304
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Appendix B

2. Report immediately to the Fegonal Office of the Department of ¥ eferans any situation regarding each veteran in training
whichindicated the need for attention of the D epartment of Veterans Affairs.

9. Cooperate with the Department of V eterans Affairsin the carrying out of sy supervisory function required for the
Department of ¥ eterans &AfFairs by law and ¥ eterans Affairs regd ations

10, o completion of the traiting is:ue to each veteran a sighed statem erd ot certificate which will indicate the length and
type of traiting provided, and the fact that he or she has satisfactorily completed he o her individual training progra

E. That the Department of ¥ eterans Affairs will:
1. Enter veterans as they are eligible and available into those training programs inowlich the Establistunent will accept them.

2. Exercise supervision of the veteransin training to the extent necessary to protect the interest of the Federal G overtiment
atud the veterans,

3. Furrdgh to each veterat, at the expense of the D epartm ent of V eterans Affairs, such books, tools, equipmert, atd
materials, in addition to any supplied by the Establishm ent, commonly required by the E stablishment tobe supplied

atid per sonally owned by other trainees, not under the Veterans AfFaive jurisdiction, pursuing the same trairing in the
E stablishment.

4. &szmume the responsibility of keeping the E stablishment. cwrrently informed of any and all modifications of the law and
W oeterans Affairs regmidations affecting the fraining program for disabled veterans,

5. Remove from trairing status aty veteran whose personal conduct, lack of applicati on to hiz o her traning, or
unsatisfactory quality of wotk is such asto jeopardize the interest of the veteran, the Establishm ertt, or the Veterans
Affairs, provided, however, that when a veteran is being trained under terms of apprentice inderure, the term s of such

indentire shall cottrol insofar az such terns are not incom patible with the provision of the law governing the veteran’s
training, or withthe irderests or policies of the Departm ent of V eterans Affairs.

C. Further, that:

1. Each veteran in training under this Agreement will be under the control and supervision of the Establishin erd and will
be subject to the sam e tiles and regulations governing the conduct of other comparatle emplovees of the Estabilishmert.

2. Thiz Agreemert may be term inated by the E stablishment or the Depattment of Veterans Affairs on fifteen (1) days
notice.

FOR THE ESTABLISHMENT

DATE SIGHATURE TITLE

FOR THE DEPARTIMENT OF YETERANS AFFAIRS

DATE SIGNATUREOF WOCATIONAL REHABRILITATION AND BAPLO YMENT REPRESENTATIRVE | NAWE AMD LOCATION OF M
REGIOMAL OFFICE

DEFARTMEMNT OF VETERA NS AFFAIRS
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OME Apprared Ho, 2000-0262
Regporderd Burdere 10 Mivokes

GENERAL INSTRUCTIONS
1. This form BMITET ONLY be completed by a tesponsible official with the authority to designate certifiring officials for the school or
training establishment.
2. This form must be completed whenever there is a change in aryy of the inform aion Inelude the names, titles, and signatures of all
certifiring officials, not just the changed inform ati on.

SPECIFIC INSTRUCTIONS
. Item 1. Erter the complets nam e and address of the school of i aining establisbment.
. Item 20 Ernter the certifying officid's telephione namber.
. Item 30 Enter the certifving officia's far omber,
4. Ttem 4: Enter the certifiring official's e-mail address. As an alternative, wou thay etter the e-madl address for the office where the
cettifing official works,
5. Item 5&: Enterthe complete name and title for each designated certifining official. Have each person sign the form on the same line
as his of her name and title. If any of the certifying officials have limited jurisdiction, note such lumitatioss in Mem 6, "Rem arks". Use
space helow if needed
6. Item SB: If facaimile (e g, tubber stam ) signatures will be used for any certifying officials, enter a sample in the appe opriate block,
Itr addition, have the individua initisl next to the sample
7. Item S0 If wetetans snd other eligible persons will be claitn ing individualized tatorial assistance, complete these blocks,
2. Items 7 and 2: Jign and date the form. The person sigring the form must be a person of sgrificant athority, 1 e, registrar,
academic deaty, o higher.

PURPCSE: This fonm is uzed to provide the names and signatures of those individuals who are authorized to certifiy enrollime nt inforration to the
De partrnent of Veterans &ffairs.

1. NAWE AND ADDRESS OF SCHOOL OR TRAINING ESTAB LIS HIENT (heluds ZIP Cods)

[N SR

FOR VA USE ONLY

2. TELEFHONE NUMBER(S) OF CERTIFYING OF FICIALIS) (relude Area Code) 3. FAX NIMBER OF CERTIFYING OFFICIALCS) (Jrchuwds Area Cods)

4. E-MAL ADDRESS OF CERTIFYING QOFFICIALIS)

4. THE FOLLOWANG AREDESIGMATED A% CERTIFYING OFFICIALS OF THIS SCHOOL OR TRAINING ESTABLISHMENT

A OFFICIALS DESIGMATED TO S1GH WA EMROLLMENT CERTIFICATIONS, CERTIFICATIONS OF CHAMGE IM STUDENT STATUS, CERTIFICATIONS OF DELMERY OF
ADVAMCEPAYMENTS, CERTIFICATIONS OF PURSUIT, ATTENDANCE, FLIGHT TRAMNIMG, OM-THE-JOB OR APPRENTICESHIP TRAIMING (A5 APPLICABLE), OTHER
CERTIFICATIONS OF ENROLLMENT ARE:

MO, MAhiE TITLE SIGHATURE

1

2]

3

)

B.THE USE OF THE FOLLOWANG FACSIMILE(e g., rubber stamp) SIGNATURES FORTHE OFFICIALE LISTED IN MTEM 52 ABOWE ARE AUTHORLEED.

1 ey

3 “

Wi FO Rl EXISTIMG STOCKS OF W& FORM 22-8794
- ' 22 Reverse
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5. THE FOLLOWING ARE DESIGMATED AS CERTIFYING DFFICIALSE OF THIS SCHOOL
OR TRAIMING EZTAB LIS HAENT [(Comtirmed]

C.FORPOSTSECOMDARY EDUCATIONAL INSTTUTIONS OMLY - OFFICLALS DESIGHATED TO 5IGH THE SCHOOL PORTION OF “YAFORM 22-1990T, APPLICATION
AND ENROLLMENT CERTIFICATION FOR INDMADUALIZED TUTORLAL ASSISTANCE, ARE:

HO. HAWE TITLE SIGNATURE

o

2

ey

6. REMARKS

It iz hereby certifiad that the Deparbmert of Veterars A4Tars will be notified of arpr changes i the designatiors showmn on thos foom as they oomar,
T. SIGNATURE AND TITLE OF DES G MATIMG O FFICIAL 8. 0ATE

FPEMNALTY - The law provides thatwhoever makes any staterment of a material fact knoaring it tobe false shallbe parished by fine or impeisorenent orboth

PRIVACY &CT MOTICE: WA will not disclose irdorraation collected on this forr to arngrsource other than what bas been authorized under
the Prrvacy Aetof 1974 or Title 38, Code of Federal Regulations 1.576 for rontine uses as identified in the W& systern of records, 38V A21722,
Compensation, Pensiom, Edueation and Fe habilitation Records - W&, and published in the Federal Register. An exarple of a routine use (g,
V& sends educational forms or letters with a veteran's identifying information to the weteran's school or training establishment to (1) assist the
weteran in the completion of claitms forms or (2) for VA to obtain forthe ¥ ivdormation as may be necessary from the school for VA to properly
process the weterans education claitn or to raordtor his or her progress duing taining). Four chlizaton to respond is required to obtain or
tetain education bene fite. VA cannot recoghize you as the proper certifying official unless the information is furmishe d as requived by existing
lawr (3% 1.5 3680(g)). The responses you subrnit are considersd confidential (38 T.5.C. 57010, Any information provide d by applicants,
recipie nts, and othe rs iz subject to verification through corpmter matching progrars with other agencies.

RESPOMDENT BURDEM: We need this inforration to wdentifyy you as the certifying official for sour school or job traimng establishrae nt
when reporting pursuit of traimimg for veterans and other eligible persons (38 T.5.C. 3684). Title 38, Urated States Code, allowrs us to ask for
thiz irdorrnation. We estimate that vou will need an average of 10 minotes to review the instuctions, find the inforration, and complete this
form. WA cannot conduct or sponsor a collection of information unless a walid OB control nurber is displayed. You are not reguired o
respond to a collection of infonnation if this rorber is not displayed. Valid OWE control nabers can be located on the OWE Internet Page at
wwnar white house zovilibrardormbONMBINY VA EPA hival#Va . If desied, you can call 1-888-GI-BILL-1 (1-228-442.4551) to get
infornation on where to send corarnents or muzgestions ahout this form.

0 FORK 22-2704, LAN 2007
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Department of
Veterans Affairs

STATEMENT OF ASSURANCE OF COMPLIANCE
WITH EQUAL OPPORTUNITY LAWS

(hereinafter called the "3ignatory™

fNeane of COr gartzation, Isfitufion, or Individueal)
HEREEY AGREES THAT

it will comply with Title V1 of the Civil Rights Act of 1964 (42 T.3.C. 20004 et seq), Title IZ of the Educati on Am endiments of
1972, asamended (20 U.3.C. 1681 et seq.), Section 504 of the Rehabilitation Act of 1973 (20 U.3.C. 794), the Age Disctimination
Act of 1975 (42 T30, 6101 et seq.), and all Federal regul ations adopted to carry out such laws. This assurance is directed to the
enudd that no person in the Umited States shall, onthe ground of race, color, national origin (Title V1), handicap (Gection 504), sex
(Tifle [Z] in education programs and activities only), of age (Age Discrimination Act) be ex cluded from participation in, to be
denied the benefits of, or be subjected to discrimination under any program or activity of the Bignatory receiving F ederdl financial
assistance or other benefits under statutes admirmistered by VA (Department of Veterans Affaird), the ED (Depattment of
Education), or atgy other Federal agency. This assurance applies whether assistanice is given directly to the recipient or indirectly
through benefits paid to a student, trainee, or other beneficiary because of enrollment or participation in a program of the Signatory.

The Zignatory HEREBY GIVES ASSURANCE that it will prom ptly take measures to effect this agreement.

If arey real property or stoacture thereon is provided or improved withthe aid of Federal financial assistance extended to the
Signatory by VA or ED, this asswance shall obligate the Signatory, or in the cage of transfer of such property, any transferee, for
the period during which the real property or structure 15 used for the parpose for which the Federal finanecial assistance 15 extended
or for another purpose irvrolving the provrision of similar services or benefits. In all cases, this assarance shall obligate the Signatory
fior the period during which the Federal financial assistance is extended to any of its program s by VA, ED or any other Federal

SFRNCY.

THIS ASSURANCE is givenin consideration of and for the purpose of obtaining Federal financial assistance, including facilities
furtished or paym ents moade undsr sections 104 and 24471 of Title 38, U530, Also, sections 1713, 1720, 17204, 1741-1743, 2408,
SO02CA), 81531-81537, B151-8156 (formedly 613, 620, 6204 641-643, 1008, 1008, 3402(a2), 5031-5037, 5051 -5056
respectively) and 38 1.3 .2 chapters 30, 31, 32,35, 36, 22, and 10 T.3.C. chapter 106. Under the terms of an agreem ent between
V& andED, this assurance also includes F ederal financial assistance given by ED through programs admin stered by that agency.
Federal financial assistance is understood to inchade benefits paid directly to the Signatory andfor benefits paid to a beneficiary
contingent upon the beneficiary™s enrollmert in a program or using services offered by the Signatony.

The Zignatory agrees that Federal financia assistance or other benefits will be extended in reliance on the representations and
agreet ents moade in this asswrance; that VA or ED will withhold finaneial assistanice, facilities, or other benefits to assure
commpliance with the equal opporturity law s, and that the United States shall have the right to seek judicial enforcement of this

A5 A atice.

THIS ASSURANCE is binding on the Signatory, its successors, transferees, and assignees for the period dwing which assistance is
provided. The Signaory assures that all contractors, swbcortractors, subgrantees, or others with whom it arranges to provide
services of benefits to its shadents or traineesin connection with the Signatory’ s programs or services ate not discriminating against
those studetits of traineesin violation of the above statutes.

The person who signature appears below is athorized to sign this assurance.

{Dezter) (Sguhre of mehorEed gficial)

(Btle of aghovized gificid)

@@l g addrass)

VA FORM Supersedes VA Form 275206, FEB 1992
h A% 2006 208206 ‘winch will not be Used ' '
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Appendix C

Resources and Websites
Recruiting People with Disabilities

Many of the following websites provide free services for employers.

- AbilityJobs.com: www.abilityjobs.com - Largest stand-alone resume bank specifically for job seekers with
disabilities. Employers can post job opportunities or search resumes to find qualified persons with disabilities.

- Careers and the DisABLED Career Expo for People with Disabilities: http://eop.com/expos.phpled - Brings
industry and government together with people with disabilities who are entry level and professionals in all career
disciplines.

- Career Opportunities for Students with Disabilities (COSD): http://www.cosdonline.org/ - A unigue and
dynamic national professional association comprised of more than 600 colleges and universities and over 500
major national employers.

- Clearedjobs.net: www.clearedjobs.net/ - Fee for service, includes job search engine, job fairs and marketing
services to attract professionals with security clearances.

- Disability.gov: www.disability.gov/employment - Offers job seekers, employers, and employees practical
information about finding a job, recruiting and hiring people with disabilities, and job accommodations.

- Employer Assistance and Resource Network (EARN): www.earnworks.com — Funded by the Office of
Disability Employment Policy (ODEP), EARN provides recruiting, hiring, and business case resources for
employers, service providers, and individuals with disabilities.

- Emerging Leaders: http://www.emerging-leaders.com/ - A highly competitive program that places
undergraduate and graduate students with disabilities in fulfilling summer internships and provides them with
leadership development opportunities.

- Equal Employment Opportunity Commission: www.eeoc.gov - Schedule A How-To Guides
o The ABCs of Schedule A for Applicants with Disabilities
o The ABCs of Schedule A for Disability Program Managers and/or Selective Placement Coordinators
o The ABCs of Schedule A for Hiring Mangers
o The ABCs of Schedule A for Human Resources Professionals
o The ABCs of Schedule A for Service Providers

- Employment Network or Vocational Rehabilitation Center: http://www.ssa.gov/work/ and

www.rehabnetwork.org - Locate candidate pipeline via partnerships such as Ticket to Work.

- Equal Opportunity Publications (EOP): http://eop.com/index.php - EOP led the way in diversity recruitment
with a portfolio of seven national career magazines, a diversity website, online job board, and Career Expos for
women, members of minority groups, and people with disabilities

- Job Accommodation Network (JAN): http://jan.wvu.edu/ - A free service of ODEP that provides productivity
tools and strategies for hiring, accommodating, and retaining employees with disabilities.

- Job Opportunities for Disabled American Vets (JOFDAV): http://www.jofdav.com/ - Posts job openings by
employers for a small fee. Provides information on employers, assistance with cover letters, and interview tips.
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Office of Personnel Management: http://www.opm.gov/disability/index.asp — Access a variety of resources
related to the employment of people with disabilities

Office of Disability Employment Policy (ODEP), U.S. Department of Labor: www.dol.gov/odep - Provides
national leadership by developing and influencing disability-related employment policy and practice affecting the
employment of people with disabilities.

o Employer Resources: http://www.dol.gov/odep/categories/employer/
o Publications: http://www.dol.gov/odep/pubs/publicat.htm

The American Association of People with Disabilities (AAPD): http://www.aapd.com The country's largest
cross-disability membership organization which is responsible for disability mentoring day and assists students
obtain internships in private and public sector to include Capital Hill.

The Ticket to Work Gateway to Federal Employment http://www.cessi.net/ttw/Gateway/ - Social Security
Administration (SSA) and State VVocational Rehabilitation (VR) agencies have a long history of working together
to assist individuals who receive Social Security Disability Insurance (SSDI) and Supplemental Security Income
(SSI) benefits in obtaining and maintaining employment. This program offers a direct connection to information
and opportunities for jobs in agencies throughout the Federal government

The US Business Leadership Network (USBLN): http://www.usbln.org/ - National disability organization that
serves as the collective voice of over 60 Business Leadership Network affiliates across North America.

OPM Shared Register of Candidates with Disabilities: shomme@Dbenderconsult.com A register of individuals
who have an interest in working for Federal agencies and who satisfy the requirements of positions Federal
agencies are frequently required to fill.

National Center on Workforce and Disability: http://www.onestops.info/ -

Strategic Connections: Recruiting Candidates with Disabilities: www.dol.gov/odep/pubs/fact/connect.htm —
Assistance in matching skills to jobs opportunities and identifying qualified candidates with disabilities.

Workforce Recruitment Program (WRP) for College Students with Disabilities: https://wrp.gov - The WRP

is a recruitment and referral program that connects Federal and private sector employers nationwide with highly
motivated postsecondary students and recent graduates with disabilities.
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SUGGESTED RECRUITMENT SOURCES FOR VETERANS

COLLEGE AND UNIVERSITY VETERANS GROUPS

The following links were shared by the Office of Personnel Management with a couple of
additions. This list is not all inclusive and is meant as a starting point for offices to find local
groups. Check with the local colleges and universities within your area for additional Veteran
groups and Student Veterans of America chapters.

UCLA

e Main website: http://www.veterans.ucla.edu/, Veterans Resource Office, B44 Student
Activities Center, (310) 206-6915

e Google Group: Military Veterans Organization at UCLA,
http://groups.google.com/group/mvobruins?hl=en, 82 members

e Facebook Group: Military Veterans Organization at UCLA,
http://www.facebook.com/group.php?gid=2256183374, 45 members

e UCLAW Veterans Society, http://law.ucla.edu/veterans/, Chairman: Peter Bartle
bartle2005@ lawnet.ucla.edu

e UCLA AROTC, http://www.milsci.ucla.edu/, Professor of Military Science: Lieutenant
Colonel David Kramer, dkramer92@milsci.ucla.edu

e UCLA NROTC, http://www.navy.ucla.edu/home.htm, Commanding Officer Colonel
Alvah Edward Ingersoll 111, Student Activities Center, Suite 120T, (310) 825-9075

e There is a class called “Boots to Bruins,” Contact: Matt Nichols, Ph.D.,
mnichols@caps.ucla.edu

Stanford
e Stanford GSB Veterans Club, President: Sean Koffel, skoffel@stanford.edu; Advisor:
Troy Steinmetz, tstein32@stanford.edu
e Stanford University Army ROTC, http://www.stanford.edu/group/armyrotc/, Contact:
CPT Alexander Kerkow, (408) 554-4034, alexander.kerkow@scu.edu

UNLV
e UNLYV Student Veterans Organization, President: Vaughn L. Assencoa; Advisor: Dr. Bob
Ackerman

Harvard/MIT

e Harvard Veterans Alumni Organization, http://www.harvardveterans.org/,
info@harvardveterans.org

e HBS Armed Forces Alumni Association, http://www.studentclubs.hbs.edu/afaa/,
afaa@studentclubs.hbs.edu, Contact information for 2009-2010 Officers at:
http://www.studentclubs.hbs.edu/afaa/officers.htmi

e HLS Armed Forces Association, http://www.law.harvard.edu/students/orgs/afa/,
President: Kurt White, kwhite@jd10.law.harvard.edu
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e MIT has 3 ROTC Units: Army- http://web.mit.edu/armyrotc/about.html, Navy-
http://web.mit.edu/navyrotc/, Air Force (one of the first 5 AFROTC units established in
1920)- http://web.mit.edu/afrotc/www/

University of Maryland
e Veterans Programs Office, http://www.veterans.umd.edu/, umdvets@umd.edu
e Student Organization TerpVets: http://www.veterans.umd.edu/student_org.shtml,
terpvets@umd.edu
e Air Force ROTC: http://www.afrotc.umd.edu/, afrotcdet330@umd.edu
e Army ROTC: http://www.armyrotc.umd.edu/, armyrotc@umd.edu

Howard University
e Air Force ROTC, http://www.howard.edu/howardlife/ AFROTC/what_is_afrotc.htm, Unit
Admissions Officer: Capt Malakia K Thomas, (202) 806-6791, rotc_af@howard.edu
e Army ROTC, http://www.armyrotc.com/edu/howard/index.htm, Contact: LTC Landy D.
Dunham, Professor of Military Science, ldunham@howard.edu

Johns Hopkins
e Defense and Intelligence Club, Andrew Rothgaber, William Upshur
e With such a small campus, you can probably ask around to find Veterans. However, there
are a number of national organizations you could connect with if you have the time.

Student VVolunteers of America
e Coalition of student Veterans groups from college campuses across the United States.
Founded in January of 2008, SVA is a 501(c)(3) tax-exempt organization. See:
http://www.studentveterans.org/index.php
e Contact: Phone number (866) 320-3826 or contact@studentveterans.org
e Holds regional conferences

Reserve Officer Training Core (ROTC) at Local Colleges and Universities
e Same quality as military junior training officers
o Build relationships before they enter the military with potential to attract them to
DOE/NNSA upon release from military
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Publications:

There are numerous military publications that can be used to attract talent. The Veterans
Employment Initiative is planning a joint marketing campaign and advertisement for Federal
agencies. The following two selected publications have wide distribution and readership among
the military community:

Gl Jobs — http://www.qgijobs.com/

Military Times: Edge — Distributed in Military Times paper. See:
http://www.militarytimesedge.com/.

Job Fairs:

The Office of the Chief Human Capital Officer will be coordinating participation in a number of
military job fairs. The job fairs are included in the DOE recruitment calendar that can be found
by visiting: http://humancapital.doe.gov/jobs/calendar.htm.
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LIST OF ADDITIONAL RESOURCES FOR PEOPLE WITH DISABILITIES

Assistive Technologies:

Computer Electronic Accommodations Program (CAP): www.tricare.mil/cap/ - this program
provides free assistive technology and accommodations for the newly recruited college students.
Submit a request form, complete needs assessments, browse assistive technology, or get your
questions answered at the CAP web site.

Additional VVocational Rehabilitation Programs:

Army Wounded Warrior Program (AW?2): http://www.aw2.army.mil/ - Helps severely injured soldiers
develop job skills before returning to duty or transitioning to Veteran status.

America’s Heroes at Work: _http://www.americasheroesatwork.gov/employpilot/ - Department of Labor
(DOL) program for returning service members with Traumatic Brain Injury (TBI) and Post-Traumatic
Stress Disorder (PTSD).

College Recruitment and Referral Program:

Workforce Recruitment Program (WRP)

https://wrp.gov/LoginPre.do?method=login - a recruitment and referral program that connects
federal sector employers nationwide with highly motivated postsecondary students and recent
graduates with disabilities who are eager to provide their abilities in the workplace through
summer or permanent jobs. Co-sponsored by the Department of Labor's Office of Disability
Employment Policy (ODEP) and the Department of Defense with the participation of many other
Federal agencies, the WRP has provided employment opportunities for over 5,000 students since
1995.

Contractor Support for Military Recruitment:

Recruit Military, LLC: https://wwwz2.recruitmilitary.com/ (Veteran owned and operated) -
Fee based membership services include recruitment events across the U.S., job board, magazine
and e-mail blasts to 400,000 registered candidates. Member organizations become known as
Veteran-friendly through being highlighted on television, radio, and in newspaper interviews at
Expos.

Vital Program for Navy wounded warriors: http://www.smartsolutionscorp.com/navy-
wounded-warrior-project.ntm (Disabled Veteran owned, small business located in Fairfax, VA)
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Credentialing Resources:

Credentialing Opportunities On-line (COOL): Offers information for army or navy service
members to meet civilian certification and license requirements. For Army see:
https://www.cool.army.mil/index.htm, and for Navy see: https://www.cool.navy.mil/.

Resources for Traumatic Brain Injury (TBI) and Post-Traumatic Stress Disorder (PTSD):
http://www.americasheroesatwork.gov/ - Site information and tools for employers to help returning
service members succeed in the workplace. DOL will work with employers to provide accommodation.
This can be as simple as a quiet work space, and the ability to take a 15 minute break twice a day.
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DOE Disability Employment POCs
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DOE Reasonable Accommodations POCs
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Appendix G



Appendix H

Program Evaluation Questionnaire for All DOE Use of VVocational Rehabilitation
Programs

1. How satisfied were you with the candidates referred under the program?

1 (Least) 2 3 4 5 (Most)
0) 0) 0) 0) 0)

2. How effective was the program in helping you to find a Veteran well qualified for the job?

1 (Least) 2 3 4 5 (Most)
o) 0) 0) 0) @)

3. How satisfied were you with the ease of the placement process?

1(Least) 2 3 4 5 (Most)
@) @) @) @) @)

4. What improvements would you recommend for the placement process?

5. Were training and development services promised through the program delivered in a timely
fashion?

1 (Least) 2 3 4 5 (Most)
o) o) ) ) )
6. Were the training workshops and development services provided by the program effective?
1 (Least) 2 3 4 5 (Most)
o) o) ) ) )
7. Did the Veteran receive transportation to the jobsite? Yes No
8. If yes, how reliable was the transportation? Reliable Often Late

9. |If there were issues during the placement period, were they addressed to your satisfaction?

Yes No

If no, please explain

10. Were the issues addressed in a timely manner? Yes No



Appendix H

Program Evaluation Questionnaire for All DOE Use of VVocational Rehabilitation Programs

(Continued)

11. Are you going to hire the Veteran? Yes No
12. If you are not going to hire the Veteran, why?

Funding No FTE Availability Candidate Not Right for Job
Intent was to train only Other

13. What was your overall satisfaction level with the program?

1. (Least) 2. 3. 4. 5. (Most)
o) o) ) ) )
14. Would you participate in the program again in the future? Yes No

15. Would you recommend the program to others?

Yes No Maybe
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